NAVAL RESEARCH LABORATORY
Washi ngton, D.C
NRLI NST 3700. 1A
Code 1400
8 July 2003

NRL | NSTRUCTI ON 3700. 1A

From Commanding O ficer
To: Distribution Lists A and B

Subj: FLI GAT SERVI CES
Ref: (a) NRLNOTE 7310 of 7 Cct 02

Encl: (1) Authorization to Charge Research D vision Job O der
Nunber (HQ NRL 7300/ 1)
(2) Flight Service Request (HQ NRL 13000/ 1)

1. Purpose. To update billing rates and scheduling requirenents
for custoners of NRL's Flight Support Detachnent (Code 1600) Serv-
ice Center.

2. Cancellation. This instruction cancels and supercedes NRLI NST
3700.1. It is a conplete rewite and should be reviewed in its
entirety.

3. Scope. This instruction applies to all Code 1600 custoners.

4. Background

a. Code 1600 operates as a Service Cost Center within the
framewor k of the Navy Wirking Capital Fund (NWCF). Accordingly,
Code 1600 costs nust be recovered via user fees/stabilized billing
rate charges to custoners.

b. Code 1600 customers are charged based on a fixed billing
rate per flight hour and for project-specific reinbursable costs.
Fuel costs are included in flight hour rates. However, because
sone flight tests occur in renote, high fuel-cost areas, it is
necessary to charge custoners for fuel costs in excess of standard
DCOD contract prices. Additionally, to mnimze rates charged to
Code 1600 custoners, and per NWCF financial policies, projects
cancel ed by customers after work has begun will be charged for al
direct costs associated with planning, material issues, and asso-
ci ated overhead expenses.

5. Action

a. Scheduling. Projects (including both airborne projects and
installations) shall not be considered "schedul ed” until the MIi -
tary Support Division (Code 1400) has received an Authorization to
Charge Research Division Job Order Nunber (HQ NRL 7300/ 1)
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(enclosure (1)) fromthe custoner. A project can be "penciled in"
on the long-range tineline upon receipt of a Flight Service Re-
guest (HQ NRL 13000/1) (enclosure (2)) in order to facilitate

pl anni ng, but the project shall not be noved to the nonthly sched-
ules without an Authorization to Charge.

b. Notification. Project managers are advi sed that encl osure
(1) should be received no later than 90 days before start of in-
stallation. |If enclosure (1) is not received and anot her project
wi th funding requests the aircraft, sponsors shall be notified,
and advi sed that they are being replaced on the schedul e.

c. Code 1600 Custoner Billing Rates shall be published via reference
(a) each fiscal year.

6. Forns Availability. Authorization to Charge Research Division
Job Order Nunber (HQ NRL 7300/1 (9-97)) and Flight Service Request
(HQ NRL 13000/1 (9-97)) are available fromthe Operations Branch
(Code 1410). These forns are al so avail able on Code 5260's
website at http://eformsl.nrl.navy. ml.

D. M SCHUBERT
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AUTHORIZATION TO CHARGE RESEARCH DIVISION JOB ORDER NUMBER

FROM: CODE DATE

TO: CODE 1202

VIA: CODE 1400

PROJECT NAME

DATES (including installation and deinstallation time}

FROM: TO:

FLIGHT HOUR JOB ORDER NUMBER (J.O.N.)

HOURS AUTHORIZED (Per current NRL instruction) A W

TRAVEL/PER DIEM J.0.N. (Charged to Flight Hour J. }'\

OTHER REIMBURSABLE COSTS J.0.N. (Per gdrrent NRL ins

NAME (Project Point of Contact) (\\\\

CODE \\/ N\/ TELEPHONE

SIGNATURE (Branch Hea 7 DATE
SIGNATURE (Division SuperintendW DATE

FROM: CODE 1400 DATE

TO:  CODE 1202

NUMBER OF HOURS FLOWN PERIOD OF DAYS

UNDERUTILIZATION CHARGE

REIMBURSABLE COSTS (Except travel/per diem)

SIGNATURE (Military Operations Representative)

COPY TO

HQ-NRL 7300/1 {9-97} ()

Enclosure (1)
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2. URTE

1. FROM: CODE

3. TO: CODE 1410

4. SUBJ: FLIGHT SERVICE REQUEST FOR

PROJECT INFORMATION />

5. SHORT TITLE /

6. PROJECT COORDINATOR (Please Print) 7. BRANCH HEAD Wease Print}

8. PHONE NUMBER _\\S NBER N

INSTALMREINSTAN \NFORMATION
10. DATE/PLACE INSTALL WILL COMMENCE \ . NATE/PLACE DEINSTALL WILL COMPLETE

/\ D IPTION OwT SERVICE

12. AIRCRAFT BUNO . IGHT‘5\ 4. DURATION OF 16. FREQUENCY OF 1 16. NO. OF PROJECT
F HTS (Hrs) FLIGHTS PERSONNEL

17. OTHER TES TFORMSW

18. DESCRIPTION

19. WILL AUXILIARY POWER BE NEEDED? 20. WHAT TYPE OF AUXILIARY POWER?

D Yes, go to No. 20. D No, go to No. 21.

21. DESCRIPTION OF FLIGHT (include Project Limitation, Flight Profile, Detachment Site Info and Support/Coordination
Requirements)

22. OPAREA Desired/Who will schedule it?

HQ-NRL 13000/1 (9-97) (e}

Enclosure (2)




